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HOW THE LETTER SHOPS SERVE 


They specialize in typing, multigraphing, mimeographing, hoov- 


enizing, mailing and preparation of business promotion material 


By JUDITH DAVIDSON 


U many readers have asked us to tell all the deta op i s il t send 
them what services they may expect irom out large mailings Suppose you have a cil 
a letter shop that ye editor asked me to ular letter to send to a list of peopk You 
write an article about it. He also asked me simply prepare a specimen letter on the paper 
to find out something about public stenographic on which it to be sent hen send it, with 
services and to get some idea of the prices the list of people to get the letter and sufficient 
larged by both letter shops and public sten letterheads and envelopes to the letter shop, 
ographers. Herein is presented the result of and they will do the rest. If you provide the 
my findings postage, they will send the mailing pieces to the 
Let's start with letter shops 1 visited four post office 
f the largest in New York: Hooven Letters, You must, of course, be specific in your in 
Inc., James Gray, Inc., Empire Letter Com- structions to the letter shop as to how you 
pany, and Efficient Letter Company and found want the work done Your letter may be 
that ea was prepared to perform practically hoovenized, multigraphed or mimeographed 
all of the services presently to be named The best-looking, more-personalized letter is 


4 
These letter shops will take off your hands the one that is hoovenized. Such a letter, al- 





Addressing and filling in department 
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written 
electric 


on an 

type- 
master 
looks as if it 
individually 
ty pe d. The operator does 

salutation 
is anything 
of the letter 


though 
1utomatic 
writer from a 
stencil, 


has been 


type in the 
and if there 
in the body 
that must be individual- 
ly filled-in in each letter, 


the hooven machine can 
be regulated to stop at 
that point to permit the 
operator to make the 


hill-in. 


THE pro- 


cess involves the actual 


multigraph 


setting of type, which is 
then printed through an 
inked ribbon Chis pro- 
cess is used for lower- 
grade lists, such as bul- 
letins, and lacks the per- 
sonal appeal of the 
hooven-typed letter. It 
is also much cheaper 

The mimeograph process involves typing the 
work on a special stencil, is then at- 
tached to an ink drum. 
cuts the outline of the letters into the stencil, 
so that when the stencil is rotated on the inked 
drum the ink fills in the cut-outs, thus giving 
the finished typed impression. Mimeographed 
work looks like typewriting, but 
the difference is usually easily discernible. It 
is commonly employed for work of a transi- 


which 
Typing on the stencil 


something 


tory nature, such as news releases or price 
lists. 

The letter shop will address the envelopes 
from the list provided by the client and, if it 
is a list that is used frequently, will store it 


on their premises so that it will be on hand 





Mimeographing 
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when needed. At the d 
rection of the client the 
letter shop will compile 


PERHAPS one of the 
most 
I learned was 
sis or breakdo { 
erations involved in mail 


interesting things 


+} 


S| 
e analy 


wn ot op 


ing a piece. The work is 
departmentalized to the 
| 


+} ] ; | 
nth degree, including all 


t steps from pulling 
1 1 | 4] | 
icK the iap i ne el 
, f 
velope Stitching the e1 
closure nserting it 


the envelope, t! 

sealing operation 
Before the material is 

ready for mailing, how 


ever, checkers in the 


letter shop g ver the 
york to se I it com 
pares with what has 
een ordered Every 
tenth piece 1s read to 


make sure that is dark and even 


imprint 
and that the operator made no mistake either 


stencil. Letters 


in typesetting or in cutting the 


are then sent to the signature department, where 


the hand-written signature of the 


is supposed to have 


person who 
signed the letter is dupli- 


4 7 
writing specialists 


cated hy I 


IF the client is a regular customer, the 
shop will store his stationery so that a supply 
will always be on hand when needed. If you 
are sending work to a letter shop for the first 


letter 


time, the following hints will help you get 
the best results First, be sure you send 
enough stationery Better send extra sheets 


to allow for the spoilage that often happens 





Signature department: 
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irom typewriting Letter size sheets—2k per pas dou spa ] pag 
single space; carbon copies, 5c each. Fractional pages charged prop ely 
Additional charge for copying from longhand unless easily legible 
Legal size sheets—25c per page double space; 40c per page single space; cat 
copies, Sc to 10c each 
ED WORK Charge based on time required to do the work. Ii t 
than plain work, same charge. When difficult, charge proport ately 
ING ENVELOPES)—c to $1.00 per 100, depending on list, amount work 
time given in which to complete, etc. 
; _ , pac , 

DICLALIION TO MACHINI $1.50 per hour—all fractional parts of ir charged at rate 

of $1.50 the hour 
ar 7 ; 

IN IN SHORTHAN $1.00. Additional charge for ev g or Sunday work 
[Pj Joc per page (legal size), double space. Where for printers’ copy, 3k 
Double this rate for single space work. Carbons, 5c eac! 
IPT—LETTERS One page, double space, 2Uc to 25 ne page, single spac 
We to 35c; hali-page, double space, 15« One carbon is included in these prices 


if it is desired.) 


MIME’ GRAPHING AND MULTIGR SPHING RATES 0 cox es 100 copies 


10 lines page $ 95 $1.00 

20 lines to pag 1.10 1.25 

30 lines to page 20 1.35 

40 lines to pag 35 1.45 

50 lines to pag 1.45 1.60 

6U lines to page 1.60 1.75 

70 lines to page 1.80 1.95 

Add 20c 100-copy price for each 100 additional, if s xa f copy is n thar 

twenty-five lines long Add 25% for elite type Additional tor tabulated matter, ioreigi 

nguages, etc. 

Addressing envelopes, per hundred, for 2-line address (name, town and state), from good lists 
or copy—60c. Additional charge up to $1.00 per hundred, depending on lists 
quantity of work, time in which to complete, et 

Filling in—name only, or one item in body of letter—60c per hundred; 2-line fill-in—75c per 
hundred; 3-line fill-in—$1.00 per hundred 

Folding letters—10c per hundred, each fold; 10c per hundred for g; l5c per ed tor 
stamping and mailing; 15c per hundred for sealing 

MULTIGRA PHING—S500 letters or less—per page (25 lines), $3.00; 600 to 1,000 per pag 
(25 lines), $4.00. Additional copies at thousand rate 

NOTE For cutting stencils, two cents a line if nice a | ird y ~ irge 

4c. Much depends on length of letter and quantity of worl 

Average Public Stenographic Rates in a Large City 

vhen they first adjust the machine. Then, be less than 25 pieces | it profitable 

ire u send full and exact instructions as and recomme: at he 1 publ 

to what u want done. If there are enclo- stenographer 

sures, send enough to take care of the entire 

st IN addition 1 te! t 

Some, not all, of the letter shops offer addi- public stenogr fi ’ and 
tional services that border on the work done multigraphing services P s charged by 

y advertising ag cies That is, for a fee those located s tha i be 

they will give the client ideas for promotion expected to be real i , ; 3 

campaigns, write their sales letters, and plan small communities latte y work 

layouts for folders and circulars. Letter shops at home and therefor t the ove 
do not encourage or solicit work on singly head charges of office nt, elect light, and 
{ nfimucd ov 1U¢ 


lictated letters r tor mum 


graph jobs of 
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AVOID ANTIQUATED PHRASES 


Few things are more useful and useless than habits. 


letter writing is a bad habit. 


Start right and continue to be 


Careless 
right 


By VIRGINIA YOUNG 


OU may have seen the poem entitled “An 
Ancient Lullaby.” I do not know the 
author, but he has so ac- 


tone of business 
poem is worth re- 


name ot the 
sed the 


letters that I think the 


curately expr many 


peating 


“We beg to advise you, and wish to state 

hat yours has arrived of recent date 

We have before us, its contents are noted; 
Herewith enclosed are the prices we quoted 
Attached you will find, as per your request, 

rhe sample you called for; and we would suggest 
Regarding the matter and due to the fact 

Phat up to this writing your order we've lacked, 
We hope you will not delay unduly, 

And beg to remain, yours very truly,” 


Habits 
so much easier to 
old paths 


untrodden 


wear deep gr It is 
let our thoughts travel along 


force them into new and 


yoves in Our minds. 


than it is to 
ways 


THERE is an interesting story of the methods 
Tunney ryed training for 
his fight with Jack Dempsey. It illustrates 
graphically just how much harm a small habit 


Gene emp! while 


can do. 


Tunney and his manager secured moving 


picture film of Dempsey in action. They ran 
and reran this film, studying every little trick 
of Dempsey’s. They found that just before 
delivering a blow Dempsey turned his head 


slightly to the right A small, unimportant- 
seeming detail, but Tunney took advantage of 
it and became the champion. The second 
Dempsey’s head was turned Tunney struck— 
caught Dempsey off guard 

Many of the things which detract from the 


ffectiveness of our letters are habits of long 
standing ; habits that have dug in so deeply we 
or per- 


have not been able to jar them loose, 
their 


haps have not even been aware of 
presence. 

The old-time 
ost of us use repeatedly are just habits; there 
is no reason for their use except that we have 
always used them; Dad used them; Grandpa 
used them. Isn't it about time we called a halt 
to this kind of time and money waster? Here- 
with you will find a partial list of such ex- 
pressions. Read it over from time to time 
and try to get every one of these meaningless 
words out of your dictating vocabulary. You'll 


be well repaid for the effort. Add to the list 


stereotyped expressions that 


those expressions you use frequently and which 


you know are practically meaningless, or which 


you use to the exclusion of more forceful, ef- 


fective words. 


REMEMBER that every w 


costs money. Buy only those words which 
mean something and which tell your story as 
you want it told. Surprising as it may seem, a 


large corporation in the East found that over 
$20,000 a year could be saved by 
useless words which their correspondents 


been dictating. And when we l 


iz out 


had 


cuttir 


consider that 


this cutting down of expense does not in any 
way detract from tl ffectiveness of letters, 
but actually imprt t we feel obligated 
to do something about it 

Now for the list of “pet” expressions. Do 
you recognize any of them: 


el] 
this 


You don’t look like 


Ny ) 


Ss <™ 


- A , 4 
= ~~ ba oe Z ww06e 


ee 


> : “ ‘ 
Sy ran 


7 





why do you talk like 


Then this 
According to our records 

Advise (for “inform” or “tell’”’) 
Agreeable to 

Along this line 

And oblige 

Are in receipt of 

Are you interested 

As per 

As regards 

As the case may be 

As to your proposition 





1937 
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Mental pictures suggested by conventional letter phrases 








Assuring y 

At an early 
At all times 
At this writing 
At the present 

At this tim 

At any time 

At hand 

At this moment 
At your earliest 
At the earliest possible moment 
Attached heret 

Avail yourself of 


Awaiting your further favor 


Onvenience 


opportunity 


Balance (used for ‘ t” or “remaind 
Beg (“to do” « y anything ) 

But what 

By return ma 


Communication 

Complying with your request 
Complaint 
Conforming to 
Contents noted 
Desire to state 

Due to the fact 
Enclosed herewith 
Enclosed please find 

Esteemed 

Favor us with your order (or “reply 
Former 

Gotten 

Has come to hand 

Have you stopped to considet 
Herewith please find 
Herewith hand you 

Hoping to hear from you 
I feel that 

I believe that 

In accordance with 


In regard to (or worse, In Re 
In other words 
Instant 


Inasmuch as 
In accord 
Kind favo 
Kindly ask 
Kindly inf 
Kindly ad 
Latter 

Meet your 
Namely 
Never have 
Of even date 
Of the above date 


Our Mr. 

Party (used to denote one person) 
Patron 

Per 


Permit me to state 
Please be advised 
Pleasure of a rep! 


) 
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Present writing 
Recent dat 
Regret t tate 
Re 
Remain 
Replying to your favor 
ike this opportunity 
ake my pen in hand 
ake the liberty 


, , 
ixe picasure in presenting 
, 

ianking you in advance 


I 
I 
I 
l 
I 
I 


pleasure ol a reply 
he matter 
he writer 


his is to acknowledge 


rhis is for your inforn 
To hand 

lo remain 

lo state 

rrust or trusting 
Ultimo 

Under separate cover 
Valued (order or letter) 

Via 

We are in receipt of 

We note 

We take pleasure in presenting 
We beg to remain 

When you stop to consider 

We have searched our records 
With regard to 

Would ask; remind; say 
Would like to secure your order 
Your Mr. 

Your favor 

Yours « 
Your esteemed communication (or favor) 
Yours received and contents noted 


{ recent date 


You claim; state; advise 

Never close a er with “I am”; “We are’; 
or “Remain.” Such a weak ending weakens 
the entire letter 


Foundations 


BUILDING a letter is very much the same 
as building a house; without a good solid 
foundation both will fall into a jumbled mass, 
no matter how good the material that is used in 
the rest of the construction 

When a carpenter is building a house, the 
first thing he does is to lay a firm foundation 
Then upon this foundation he builds the house, 
piece by piece, carefully, and with a definite 
plan. 

I know of no better example for a letter 
writer. 

A young correspondent who was not satis- 
fied with his letters brought several copies 
me for discussion. This man had some excel- 
lent thoughts in his letters but these thoughts 


were buried just anywhere, without regard t 
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tneir T? t ‘ < ‘ | ‘ ‘ ~ ? 

i A Phe ‘ ( itpee ! 
rar ‘ e] four by public ste aphe | give tl 
+ ’ Tr} +7 ‘ ‘ 

1 i \ _ is I sor start g } ness 
‘ + rr * } ; ‘ 
( i S ( er-| sts I the some 10¢ca WN t ft i = { tances 
ground a en attempt place a1 f course, s govern vid cases and 
th 
1eESE 1s stated t stenogra does not 
I su a esp t that ; =e prices ma 
niar ter ’ 1! | ; ; " 
pia Ss , re ‘ that he dex le we sately 1 ft ‘ ‘ a tad 
betore w ng y letter t what was to be 
? TY . © rr? he ’ "* , ’ , } ’ hye ’ ] } 
the most imp p en W that point PHIS, i ef, w g me idea of the 
lown on a pi scratch paper and refer t services offered | letter ps and pul 
it Irequently a dictated the letter. Follov stenographer with some ind { their 
ing this formula may not always result in ar charges. Some letter shops offer phot ffset 
itstanding letter, but it will result in a letter and multi-printing { esse are spe 
W sounds as if it somewhere to go and cialized forms pr t ar ially 
is mar gy right ) ng r t wands ng ry ‘ eapner t Vi tf wr t mer? 
| | | 
1essiy tioned re <« t t t ! eC ’ 
seat Date ai een alii camer tn Gis 
~ ' ‘ . ] et _ } ‘ | } } 
SOME ( es] S ulvisable te cuss their serv with prosy t stomers 
lar = ' f ndat ' frye +} lett +) ] 
plan a main i e letter, e! and an 1 ! A ring a representative 
map out a separate plan for each paragray chock-full of 1 tor w best to har 
: : 
. ve , sh! rn] " , } 1] 1 
If you have t uking your paragraphs die particular j 
ng toget sequence you may fit 
aan falnted 86% ‘ } | 
sheie a 7 meee ght cess would 
ro met s’ like tl | rst answer | 
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juested intormatior 
yy " , _ 
N V i tell | I why t | id to he 
, r } ‘ 1! ‘ | ; , 
I f Will expec me KIT t explanatror Check them to see how many you can 
I dor want him t think } heen nec answer and compare the result with 
lect etree a sage ~Trangpiocne Ning “ics 4 the answers on page 288 
£ < I 
delay 
\ 
; ‘ ‘ \\ it I : t i’ . \ | I 
We « hop vive - stene ane om 
. is omeneinr Lonart : Tt , , thick 
< ext of ler s} uid tell hin ‘ it s hye men - “ . r 
1 1 ‘ > . ness’ 
‘ Know what to expect Paragrapl 3 
i > 1 
\" ‘ ‘ ' } ted Costoor ’ 2. W ‘ 
y \ € cal exp ' uture orders 
tut > 4 
A ‘ i cr \ 


Now I want him to know and to remem 
A + 


at we 7 


ire earnest! trving t d r ver hee? ‘A 
serv ’ ’ tscf ' 7 nr f te no ’ a nm : 
i sa T y i osing 7 W 
¢ ees mr 
7 rrani A nore: ‘ ’ nd rear ; r . . 
i il pT i | issufa e ( . 
8 What is 1 fl ‘ 
Oo ry ‘ et 
Vou ’ s hat #1 , al VW , 
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1m OW , . 
1 . ‘ ‘ , aie \\ : 
Vill ™Ma \ ga ! Knit letter . 
i very s pl matter : : 
| > ‘ ‘ 
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' ' 
ties may charge 20c a letter, t e who work S | é upor 
at ec may safely irge 15 tner ! whet eT 
Some . ‘ ap! re ' 1] ry ’ not ; \ ‘ s not 

ties will find it profitable to effect tl llow ta the place 

ng kind of deal with a local b meee a prepa f it 
wi] . ‘ ly located ‘ = talent , ane 

listrict : inher 1 woree to worl nerse y { ] 
for him for nothing for a certain number pare ir nat 
hours ¢ day, in return f i I ral al “ pens! You 
gives the public st pher idre won't mewlhi 
right in the midst of e people i whon t tuff a , will 

1 ' _— . f ‘ j ; 
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CAPITALIZING 
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IN SHORTHAND 


Failure to indicate capitals as the stenographer goes along in the 


process of taking dictation sometimes results in serious errors 


By DOCTOR GREGG 


APITALIZATION in our system of 
shorthand is indicated by two short, 
parallel dashes struck upward under the 
in transcribing. 
bserving the upward direc- 


word that is to be capitalized 
The advantage 
ting capitalization 

hand 
reaches a position at the line of writing where 


movement in wrt 
upward, the 


it can begin the next word without hesitation 

Extremely little time is required to desig- 
the habit 
should be formed 
Frequently, 
the only 


nate capitals and, for that reason, 
of capitalizing your notes 
early in your writing practice 
inserted capitalizat furnis! 
key to reading an illegible outline 


lor example, today a man might dictate, “We 


marks 


otherwise 


are interested in learning about Massachusetts 


unemployment problems 
— ss i i 
< > ~ e. cG ‘\ 


Tt 


Without 
stenographer might quite 
ntext of her notes 1s concerned, return 
We are interested in learning 
' ] ¢ bh] ” 
Inempioy me! probiems 


capitalized notes, the 
intelligently, so far 


properly 


as the « 
the transcript, 


about mass 


‘THOUGH no writer should omit capitals 
where they will aid in transcribing, nothing 
is gained by inserting capitalization marks 
where they do not contribute to ease and 
accuracy in reading. In addition to, and per 


haps more important than, the habit of dating 
each day's dictation, is the habit of invariably 
indicating to whom 
When your employer says, “Take a 
wire to Price in San Francisco,” your notes 
should begin, “Wire Price San Francisco.” 
Your dictator will usually speak this part of 
his directions with lightning rapidity and you 
would be wasting time to try to insert 
“San 


each piece of dictation is 


directed. 


capitalization marks under “Price” and 
Francisco.” 

Common intelligence will make you aware 
that a proper name will appear on the first 
If you prefer, skip a line 


line of your notes. 


between the address and the 


tation, but do not waste time in capitalizing 


body of the dic- 


mechanical 
| 


idds to the 


obviously merely a 


fac tor 


where it is 
operation and not a which 


legibility of the 


INDICATE clearly at the beginning of 
notes any special ictior ing 


particular section of the dictation—ti it 1s te 


be an air-mail letter, for instance, or a wire, 
or a memorandum This habit of designating 
the media of correspondence helps you at a 
glance to determine the type of paper and 
the number of sheets to be inserted in the 


randum is directed 


machine. If an office mem 


in the off for example, y 


sheets f 


to five persons 
will probably 
from your memorandum pad—one t 


need to insert seven 


paper 
go to each individual to whom the memo 
randum is directed, one to the general files, 


11 
pile 


and one to go to the follow-up file to see that 


instructions are carried out o1 the day 
directed. And, in searching for 
tion of the day’s dictation, you will find that 
you can skip past your notes labeled, “Wire 
Brown srothers Atlanta,” “Memorandum 
White Smith Jones,” “Air-mail, special 
delivery letter W. R. Il!lman, 295 Easton 
Boulevard, Cincinnati,” and so on, and quickly 
locate that “Cable IDEB | 


looking for 


a certain por 


ondon” you are 


The words, “SPECIAL DELIVERY,” 
“AIR MAIL,” “PERSONAL,” and “CON- 
FIDENTIAL,” should appear on your car- 
bons for future reference All capitals and 


| 


underlined is a good style to use for such 
notations. Occasionally it is very important 
to know that a letter went by air mail, es- 
pecially when the i and you 
read that weather nditions have grounded 
mail planes 


message 1s urgent 


SHOULD you want 

notes that an entire wor: 
you can strike three short under it 
(the printer’s symbol for “all capitals”). Solid 
capitalization is used for emphasis in the body 
of a letter, as, “Our prices are NOT subject 
to a discount after the ten-day 
expired” ; to bring out the names of a product, 
especially in advertising, as, “Glasses of 


POLAROID cut out glare”: and to indicate 


to indicate in your 
1 is to be capitalized, 


| 
strokes 


period has 
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Kasy Business Phrases 


I. PRONOUNS JOINED TO VERBS . Cc A - c (in) 
, y j 9 
7 < de Pad “~ (to - 
t 
7 ~ > Z , 7 > 
A 
r 4 
4 ~ Q , y rs 7 (by) é Lb 1 / 
: ” a / j j / . 4 
G . , adit > , (about) ( Ve “ 
j ) " ) 
4 / aie j Y ] , - (far) , 4 , al A . 
j y / J 
7 A e A “A a ,° (fran) a » 
4 S* A. 
,) t ‘ v v (on ) c » 
} 4 . 
a ) 2 d ? ; (of) 
- of a 9 
O- i (with) 4 ar 4 . 
o— : (over) ; 
9 ’ = (under ) 9 
9 . 
< 4) ° II-b. INFINITIVE: 
p | (k) OAT , , 
e 
j ? (e) ‘ , . (r) 
ef zt 
> > Pa) 4 bad “a 4 - o (1) 
» o of 9 a e (t) re ‘ 
/ ( A 
t 
2 ad ° > . o , » 4 a (a) 
a - y ¢ - i ‘a 
é t : (p) ‘ 7 7. (db) 4 
a» y / 
A A a { 5 4 , f) } 4 (¥) 
, , 7 
J { { ( ( 
7 (ch) ‘ (j) 7 (oh) 7 ZF 
II-a. PREPOSITIONAL PHRASES 
4 ») - 
(at) (s) 5 7 fS 4A Z 








276 


III. 


(in) 


(or) 


- 








(tem) 


OMISSION OF WORDS 


y 
(the 
) ) 
, 
> 
x | 2 
4 ie 
ZS | 4 
“ ” 4 < 4 
. 2 ( 
r? - 
A 
“ 7 
n 
4 ~ 4 
/ 
(to the) . 
(of the) 47 / a 
ODF ao 
a. c (us ) 
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t 
(ten) IV. MODIFIED FORMS 
4 
3 r 
(Par. 85) - y “ 7 
f 
(Par. 189) A » ‘a ce er. 142) 7- = 
~J af > \rar 
oo » 
(and ) 171) ago € x 
a 
4 
) : early Cay 
f f 
— > / 
> A o A few 
/ 
‘ P 4 hin ° 
? ; 
a ad 
4 Ps k 
? Z x 2 o hope e 
4 ¥ 
2] we 
h sorry ‘ 2 
st } 
_ ) > < 
a a, want / 
a a q sai 
/) 9 
¥ -1 sure y “a = 
é 
/ 
y y’ possible “+ "1 “ ¥ 
g \(Per.161) 2 24 j (Par. 221 
. - YY ee O a (Par. 222 2 
6 fp ’ , 
7 7 4 / (Par. 224 
, . 
of ? - 
7 2 ¢ 
7 ‘ " . 
fs 
e d 2 4 2 
<P 4 
rf ¢ } y 
A—r 2 r ‘4 J 
j 7 
a 4 7 a _ < 
5 , = 
< 7 = 
. —— . 2 é (Par. 235) —. - 
4 
4 ‘ 
2 e ( ra 4 J r 
- 7 
~~ f J / - f° 
7 ; c 
a 2 - 
( 
( ow P,P > 4 
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own books or public 


t 
GREGG WRITER to leart 
yh 


name orf your 


rHE 


the 
as, “Read 


things of 


current interest in the stenogray 

field.” Solid capitals are used extensively in 
advertising, but sparing use should be made 
of them in the more dignified executive and 
literary types of writing 

SPEAKING generally, all capitalized words 
in the body of a letter should be capitalized in 
the shorthand notes. However, some writers 


feel that they wasting time in 


capitalizing a month wil directly precedes 
a hfgure (such as May 70) and a name which 
follows the title Mr. (such as Mr. David 
Waite). Your own judgment should be your 
guide in cases similar to these, but it is sel- 
dom wise to omit capitals in the inverted or 
foreign form of date (such as the Joth of 
May) and in names which are not directly 
preceded by a key word (such as Frank 


Vills .¥ nm) 


AFTER 


capitalization 


the rules for 
in your English and correspond 
textbooks, you will be ready to do a 
job than before on the February tran 
Observe the ease with which 
you transcribe notes which have been properly 
punctuated and properly capitalized as they 
were dictated 

This month, 
prac for 


ship Certificate, you wil 


reviewing carefully 
ence 
better 


scription 


tests. 


addition to continuing 
A. Member- 
win your 
first typewriting speed award and your Junior 
O. A. T. Certificate. A good typewriting 
background will help you in the winning of 
transcription awards, because shorthand and 
typewriting must be made closely allied skills 
before shorthand has much commercial 
value 


too, mn 


tice your Senior O. G 


1 
i 


want to 


your 


Feminist Salute 


We remember trying, one time, to write a 
letter to Hunter College, and getting stuck 
because we couldn't think of the proper salu 
tation. A friend of ours (a male) tells us 


that he got into the same kind of jam the 
other morning when he foolishly attempted to 
compose a letter to The Tailored Woman, 
Incorporated. “Dear Sir” didn't sound right, 
neither did “Gentlemen.” “Dear Madam” had a 
it, as though he were trying to 
be a bit_arbitrary, or funny. “Mesdames” 
simply made him dizzy. He got out a scratch 
pad and tried “Dear Tailored Woman,” “Dear 
“Dear People,” and “Friends 
All of a sudden the an- 
swer burst on him like a bomb. “My Good 
Woman,” he began. “May I bring to your 
attention ?"—The New Yorker. 


fishy ring to 


Incorporation,” 
on Fifth Avenue.” 





HOW I GOT MY JOB 





Initiative and persistence are usually productive 
of wished-for positions In this column are 
chronicled instances of success in that direction 











Plain Clothes Won 


I WANTED a secreta 
in our city, if possible. I kept searching the 
newspapers and nay 
for a girl to fill a vacancy. I immediately ap 
plied for the positior 
I had dressed neatly in plain 


with just enough make-up to look natural 
When I arrived at the office, I found that all 
the other girls were expensively dressed and 
had on an oversupply of make-up. My heart 
was In my mouth and I was on the verge of 
turning around and going home. Then a 


thought came that maybe I had a chance as 
well as any f the others, s I remained 

The boss came to the doorway and looked 
us over. To my surprise, he asked me to come 
into his private office. After he had asked me 
several questions, he went to the doorway an 
told the other girls that he had hired m« 

A few days later, I asked him why he ch 
me. He said |} did not like girls who dressed 


extravagantly and wore too much make-up 


when at work. They use a lot of their time 
looking in the mirror and are disturbing t 
people who come into a business office—M 


M. H., Ohio. 


Defeating the Old Demon 


W HEN I was graduated from 


high school that old demon depression was just 


in his prime. Nevertheless, I resolved to get 
some sort of job. I plagued practically every 
publishing house in New York City with my 
letters of application, and it was one directed 


to a local motion picture company which final 
ly “clicked.” Before a month had elapsed | 


could count myself one of | 


tless thou 


the coun 
sands among other clerks 

A lowly position, but it 
ing wedge, then advancement was rapid, and 
after thre secretary to an 
executive of the company with a private office 
and a fascinating job 

Yes, and I attribute the rapidity of my prog 
ress to diligent study of my Grecc Writer, for 
it has assisted and guided me, and urged me 
hrough the periods of discourage 
w of nothing further one could 


C.M.K 


served as the open 


now years I am 


on, too, 
ment—and I kn 
ask of a faithful friend 








The First Typist 
E are pleased to present a reproduction of 

a photograph of Mrs. Charles L. Fortier, 
daughter of Christopher Latham Sholes, in- 
ventor of the first practical typewriting ma- 
Mr. Sholes was one of three men who 
theory of mechanical writing 
The first 


chine 
converted the 


1 4° 
into actual use. macnin was m 





Mrs. Fortier still continues as a typist 


1866, although its patent was not 


Mrs. Fortier, 


pleted +17 
taken out until two years later 


who is now eighty years young and is still 
typing, was the first woman ever to use a 
typewriter She has been typing since her 
father’s model was completed in 1866. This 
picture w taken on the occasion of the six- 
tieth ant rsary of the invention of the type 
writer 


Flying Secretaries 


ree R the heading of “Flying Secretar- 
| ies,’ Miss Mable A. Sanford, of Chaffey 
Junior College, Ontario, California, a suburb 
of Los Angeles, « the Sierra Edu 
l t California 


4 | . ‘ 
Vews, the orgatl | ne 


ntributes te 


ational 





A new field for secretaries 
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NEWS w WORD 


Teachers Association, the information that “ten 


Junior College secretarial students have en- 
rolled in the Chaffey Juni 


department in a unique experiment to fit stu 


r College aviation 


lents for specific positions after graduation 
from vocational courses in junior college. 
[hese young women are not planning to be 
come pilots or mechanics, but to become spe 
cialized secretaries in the aviation industry 


where technical knowledge is essentia 

Miss “The work 
which the young women do is largely special 
ials used in avia- 
knowledge of which is n 


training 
tion, cessary for a 
secretary in that in- 
dustry. The young 
women are taking 
the regular aviation 
course 

“The combination 
of secretarial train- 
ing and_ technical 
aviation study is 
intended to be a 
part of an effort to 
establish such work 
in many fields of 
business. This first 
experiment has been 
effected through the 
cooperation of Dr. 
R. E. Berry, head, 
commerce depart- 
ment, Chaffey Jun- 
ior College; Charles | 
department, and Emma Ordnung, instructor in 
secretarial training. 

“The experience is 
taries to find immediate employment in the 
I have finished the 





{ winner and his prize 


Turner, head, aviation 


expected to fit the secre 


' 


aviation industry when they 


cour;rst 


Herewith is shown the latest type of United 
Air Lines, twin-engined Douglas transport with 
a top speed of 220 miles per hour. An i 
evitable result of the development of aviati 
is the introduction of words applying to it 
alone. Two that have been copyrighted by 
United Air Lines are “Mainliner” and “Sky 
lounge.” “Mainliner” is the name of its new 


Douglas transports, and “Skylounge’ 
passenger transports 


fleet of 
that of its new fourteen 


An Egyptian Champion 
E present the portrait of Mr. Edmund 
Alexander, of Cairo, Egypt, in tennis cos- 

tume and forming a background for an impos- 

that he is an 


ing trophy, not for the reason 
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AND PICTUR EK A Typewriter Drum Corps 


was taken at Pulask Tennessec on the annua! 
| tel > player, but because he is a p! stunt nicht { the Martin (¢ lleg Commercial! 
lent writer of Gregg Shorthand and a teacher Club of that city. Miss Olive Pepper, teach« 
t} inolich De foment af theo — ’ ' = 
n English Department of the American f the class, wrote as follows 
, + st , | . | eo ~ . 
{ ersity at Cairo He is also a practicing “Flash! Martin College Commercial Clu! 
attorney We alway expect (creca rater ‘ ‘ 
. s pec rege writers to vins first prize, or annual stunt ght. avains 


equally successful in other 
fields of endeavor, as was Mr 
Alexander in this instance 


We Celebrate 


R. GREGG believes in the 
D time-honored doctrine that 
‘all work and no play makes 
lack a dull boy He believes 
that it applies to girls also. So 


afternoon each year, business 


in the Gregg office is suspended 


and the time given over to a 

holiday celebration. This year a 

catere served luncheor I tne 
‘ ’ 


the lorce ind = thei friends, 
wh event was followed by a 
home-talent program in front of 
the Christmas tree in the recep 





tion room. The accompanying photograph keen competit With tvpewriters a oe 
shows Dr. Gregg, Mrs. Gregg, Katy, Jackie, n orchestral formation. the whit rte 

and Santa Claus in the front ranks, with the ack t 

eal ’ i embers otf the staff forming bass d kett 

i background. Santa s distribut resents g , ‘ 4 
mor . ippropriate to the members of 1 peri na ‘ a ¢ the , 

t stan their guests The brilliantly the W ~ l ace t 

ghted ( tmas tree was left to brighten t f vict bly ve 
atm c f the reception room during c brow! ( ‘ 

remainder f the liday seas leader 





The typist’s salute 
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Study No. 6 in 


By FLORENCE 





WOULD suggest that you lay down you 
pen and, sitting quietly relaxed, look at the 
penmanship drill plates for a few moments 
until you get the “feel” of speed, fluency, and 
beauty in them! Even as your fingers tingle 
to take up your pen and commence the prac 
tice, refrain long enough to get the complete 
picture in your mind’s eye of the unity and 
rhythm in the characters ; then, like a thorough 
bred that is being held in check for the race, 
your hand, eager to be released for the prac 
tice, will be prancing to go. The psychologists 
have another definition for this, but we won't 
trouble about that. We shall be content t 
know that the temporary restraint, while you 
study the picture of the drills, will give the 
necessary impetus for a real good job when 
you begin your practice 
The first exercise will allow for a rapid, 
controlled expenditure of this “pent-up” energy 
Follow quickly with bla, bla, blad, blam. Work 
out twenty or thirty lines of these outlines 
before throttling down to brittle, which re- 
quires a slight curb of motion to make ¢ and { 
short and the circle small. Britl, britl, briti, 
pratl. Watch that t! It should be short and 
straight and written upward. Ready? Briti, 


pratl, britl, pratl—good differentiation i 
lengths of strokes and size of circles will 
enable you to read exactly what you have 
written, and after all a stenographer’s worth 
depends as much upon his ability to transcribe 
rapidly and accurately as upon his ability to 
take the dictation. Keep this in mind as you 
write the outlines given in the first drill 


THE Precision Drill that follows, while a joy 
to the writer who senses the sparkle of rhythm 
and speed, requires alert practice. Note how 
the circle joins » and hb at the beginning 

curved from the beginning, and _  writter 
smoothly and continuously Watch propor 
tion, formation, and slant. To turn the vowel 
close to the junction of » and r in parade may 
require a little slowing down on the turn of the 
circle, but you must neither stop nor stagger 
If you drive a car, and have had the exper 

ence of turning the circles in those otherwise 
useless “safety circle” zones, you know what 
we mean, but a good driver never stops his 
car or chokes the carburetor! Pull around 
smoothly, firmly, and confidently, and whet 
the circle is completed swing off on rad. Watch 
the b in abate. Do not turn the circle at the 
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Shorthand Penmanship 


ELAINE ULRICH 











close too soon and before the curve is com the point where it begar t the circle close 
plete. Naturally, part of the b curve is lost to the juncti f und f in carefu Note 
in the circle which precedes and follows it, but the difference between forever and chief 
it should be long enough to be perfectly dis 
tinguishable. This particular exercise will re IN the next drill care should be taken to join 
quire careful practice to acquire an adept han the circle in valley s1 thly, and to have the 
ling of it. So will gap. Note how the circ slightly downward “swoop” of /] begin exactly 
fits up close to the junction of g and p. at v. Try it. The final drill on fr is one of our 
After that Precision Drill, the next fluency favorites. Note how graceful t swan-like’ 
drill will seem easy. Keep m and n straight in curvature is made and how easy it 1s to join 
maybe, nibble, et the combination to other characters 
Now for the “right motion” oval to get the This is one of the most important penman- 
hand in motion for writing v and f. Of course, ship lessons you will have prior to the close of 
you have been writing these curves, but have the Contest, and if you are able to write pra 
you been writing them correctly? One famous _ tically perfectly the combinations in it, you cer 
teacher demonstrates the f and w curve with an tainly ought to be able to write a Contest speci- 
illustration of the longhand comma elongated, men that will win at least the beautiful Gold 
and that is an easy way to get into the habit O.G. A. Emblem Pin. It is worth striving for 
f writing these curves with the greater depth 
f curvature at the beginning. Gv, kv, etc., Stenographer’s Praver 
should be written smoothly, with a continuous - 
almost circular motion Now my notebook I shall close, 
Learning to join the circle correctly at the My day is done. I seek repos 
beginning of f and w will be simple Close the If Lord, I die tonight, of course 
: circle and do not leave any “threads dangling.” ’Twill fill my boss with dire remorse 
° With a little practice you will quickly master Please brace him up s e won't say, 


the technique of closing the circle exactly at “She would croak on a busy day 
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Results of the Annual Stenographers’ Contest 
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ART AND CREDENTIALS 





By FLORENCE ELAINE ULRICH 


YHE Stenographers’ Contest this year was 
a brilliant success, bringing as it did 
scores of interesting entries from all parts 
of the United States and from other countries 
Not only were there many pertect transcripts, 
but some especially fine short- 
hand writing were received. 
from Miss Esther 
Spangenberg, employed by the 
Alpha Portland Cement Company, 
Easton, Pennsylvania, was voted 
in First Place not only on the neat- 
ness and accuracy of the transcript 


specimens of 


Che entry 


but also on the excellence of the 
shorthand writing style attained 


(Incidently, we concluded Miss 
Spal genberg received her steno- 
graphic training trom Church 


Business College of Easton, 
since her notes resembled those of 
th teacher, Mr Karl Marshall 
When her photo was received, our 


Man 


onclusion was confirmed.) There 
was only one criticism on het 
paper, made by Dr. Gregg him- 
of two long strokes 
struck upward for the dash, instead of two 
lines. With a little additional train- 
tice Miss Spangenberg could prob 
a professional writing style, such 


self the use 


horizontal 

ing and pra 
ably acquire 
as that required for the shorthand plates in this 
magazine, and we are happy to award the Sil- 
ver Cup for First Place to het 

PHE winner of Second Place and the award 
is Miss Iris Vallins, a talented young short- 
hand artist from Sussex, England. Miss Val- 
A. Mem 


entry, an 


lins modestly claimed only an O. G 


bership Certificate on her contest 


honor which the Order of Gregg Artists appre- 
ciates, but we find that more recently she re 
ceived a Silver Medal for winning second place 
in the Gregg Shorthand Senior Championship 
lest at 

, 


with other Lnglish 


180 words per minute, in competitior 

shorthand writers in a 

competitive examination held in Hastings Town 

lo win second place in 

difhcult literary 
I 


llall last spring 


lests on the 


Championship 


material used is an accomplishment which 
places Miss Vallins above the average in sten 
ographic ability. The accuracy of her notes and 
the fluency with which she them con 
tributed, undoubtedly, to the remarkable rec 
ord she established. It is a pleasure to award 


Prize to Miss Vallins 


wrote 


the Second 


Desk 


Third Place and the Fountain Pen 





The First Prize 


the transcript was the only flaw in an other 


Set were won by Miss Ruth Derryberry, em 
] " 
: 


yed in the treight offce of the Denver & 


Junction, Colo 


specimen of notes and a 


Rio Grande Railroad, Grand 


rad , ON a beautiful 


perfect transcript. She writes a style easy to 

read and with good form and fluency. We can 
not imagine her ever having to 
puzzle over an outline! She has 
also acquired a ne even tou 
which makes a specimen of her 
typewriting a joy to read. Con 


gratulations, Miss Derryberry, 
and may this be only one of a 


long series ol pr fessional suc- 


cesses for you! 


Mr 
stenographet 
ed States 


HAROLD SCHMIDT, 
reporter in the Unit 
Immigration and Nat 
uralization Service, Sacramento, 
Calitornia, winner of lourth Place 
is already known to many of our 

a Ly ery 


readers ie writes a spiendid 


style of shorthand and a beautiful 
transcript 


ma between 


rhe omission of a com- 
leader and enthusiasm 
wise perfect submission. The interesting story 

f his work reads like a “thriller,” spite of 
it is told, and 
opportunity at an early date 
of publishing it, in whole or in part, and with 
one or more of the beautiful photographs which 
accompanied it. 

Fifth Place and th 
Book were won by Miss Irene 
Portland, Oregor Her notes 
ous and smooth writing style, well formed and 
proportioned. With a little additional study 
and practice to rrect faults, she 
could doubtless win an important place in the 
Annual O. G. A. Contest Writing the d 


straight in leaders seemed to be 


; 


the matter-of-fact tone in which 


we hope to have an 


Wi iter 
Knifton of 
ntinu- 


Desk 


show c 


occasional 


a fault quite 


generally found in many specimens. The curve 


for v in strive also offered a problem for som 
writers; it Was writte with too muc curva 
ture at the end. 1 s's’ and “ships” were 
other problems. But, on the whole, the writing 
style was good. We congratulate the winners 
SINCE space will permit us to discuss all 
of the prize-winning specimens, we shall have 
to let the list speak for itself. Your editor 
will now “abdicate” temporarily in favor of 


those stenographers with interesting stories to 


tell of their work and experiences. As we read 
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lhe Romance of Stenography in Exporting 
o 
By DOROTHY SINGLETON 
ASK Shor Friends to share with spanned t " i 
me a little while the romance of " v A t 
the exporting business ew d t 
_ . il 4 
\ ty R write na Ww fa t i 
; Stret es i N 
owe f 7 : 
W “ s th at ar the rivers that “ seriu t ' W 
row, il \\ 
Wi s and i cliffs a isles, k ? } adv i ‘ 4 
And the peor thousands of miles?’ = e Fast S t ‘ mn in the 
As the shades of twilight deepened inte » Seas e caressed 
night. ar - he A wav of his little y tropic a At t I have 
ttage and, looking across the waving fields never beer the s of the United 
g t t snow mountains States, eve 
le 1 ‘ it la beyor t ageless ¢1 and West 1 I - 
lantment Par sl opr g, the exquisiteness 
f Japar herry-blossom time still cold IT is not « w that 
ess of Greenland’s icy m t valleys New ‘ ta 
uins, and cities where peop! \ Chen, he that Pad . t tuck : KnOW 
silently turned and went into the tiny room to the locatior f Lourer Marqu Wad 
dream of the day when he might journey across Medani, San Pedr e M t and J 
the fields to the mountains and the lands beyond sikmalaya Branch Off r Representatives 
the sunset Mankind has come a long way in Principal Cities of the World” expla t 
since the first man wandered from the Garden self Like a vast network ir organization 


of Eden Weary miles and k ng years were spreads acT e sevel ntinent re nin 
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from jungle to desert lands. Those of you 
who curl up in your easy chair by the fire to 
read the headlines in your evening paper— 
“France Off the Gold Standard,” “Britain 
Changes Prime Ministers’ —may wonder sleepy- 
eyed what effect it has on you. But these for- 
eign problems are vitally interesting to me as 
they affect my employer’s business. France and 
Great Britain are good customers, and a 
devaluation of their currencies affects the trade 
of exporters. Sudden changes, or the over- 
throw of Governments, are important to us. 
Worried lines fret the countenances of our 
officers when a whole new outfit comes into 
power with their accompanying changes in 
policy. A new administration is hardly going 
to concern itself with the work of the preced- 
ing one; and more often than not may cancel 
an important order. 

Since our offices and field men are so widely 
scattered, it is necessary to use the fastest post 
for correspondence, which is, of course, air 
mail. The red, white and blue air mail en- 
velope can encircle the earth in a surprisingly 
short time. I shall never forget the thrill of 
writing a letter to be sent on the first voyage 
of the China Clipper. I might have to stay 
behind the desk all day, but a message I had 
written went on a trail-blazing flight! I ex- 
perienced a similar thrill when a letter to 
Europe was sent via the Queen Mary on her 
maiden voyage. 

GE YGRAPHY, Economics, Finance, and 
[ransportation—my job is practically a 
day-to-day education. I can keep posted on 
current events in the world through the in- 
formation and correspondence which crosses my 
desk. I am kept posted on conditions in Cuba 
which affect the price of sugar on my table; 
and on crude oil from the lake basin of 
Venezuela, which controls the price of motor 
oil for my car. But the work is not always 
serious. There are amusing incidents—for 
instance, my first letter to a Dutch concern! 
What I wrote down in my notes was a jumble 
of consonants and vowels with a couple of 
marks for “w,” “x,” and “z.” It developed 
that the firm name was “Industrie en Handel- 
maatschappij!" Then, there is the curiosity 
about the people who read our letters. We 
wonder what they are like—and sometimes we 
find out. That man with the fancy name may 
resemble our next-door neighbor in spite of the 
romantic build-up we have given him; and the 
person with the prosaic name may be able to 
tell hair-raising tales about the jungles of dark 
Africa, adventures in the Andes, and the mystic 
One of our over-seas 


charm of the Orient. 
men, who wrote very disagreeable letters to us 
sometimes, turned out to be a mild-mannered 
man with the bluest of blue eyes and a million- 


dollar smile. 
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Although I have neither the time nor the 
funds to leave the ordinary routine of my life 
and venture into the romantic unknown, my 
stenography provides the interest that enables 
me to see this wonderful old world by proxy. 


Enlarging Life’s Outlook 
Through Stenography 
By JAMES COSTELLO 


M* main purpose in entering the Annual 
Stenographers’ Contest was to acknowl 
edge my appreciation for a study that makes 
time in prison a nonentity. If my notes do not 
qualify for worthy mention, I have the consola- 
tion that at least I have attained something in 
shorthand which I hope some day will enable 
me to earn a livelihood outside. | now hold the 
Theory, O. G. A., 60-, 80-, and 100-word certi- 
ficates, and since I purchased the Court Report- 
ing Course, I aim to go higher, higher, and 
higher. 

Two years ago I was sentenced to this insti- 
tution for a long term. During the few weeks 
in quarantine I wondered and worried about 
the coming years—wondered what would be the 
best way for me to spend my time profitably 
and beneficially while in prison—and for the 
outside. My mind was in too chaotic a condi- 
tion to figure out this problem until the 
psychologist and the sociologist recommended 
me for the institutional school. I doubted that 
schooling would relieve the many years in front 
of me; however, I was willing to go and to 
take advantage of every opportunity that would 
improve my embittered mind. 

During the first few months I found that the 
time element was a bigger problem than I had 
thought it would be. Being new in prison, I 
couldn’t adapt myself to the strange environ- 
ment, nor could I forget the coming years. 
One day I saw a manual lying on one of the 
desks. I picked it up, and thumbed through 
the pages. A new interest took hold of me. I 
found just what I needed to help me through 
those years—something that would keep me 
mentally alert and that would hold my inter- 
est. I joined the shorthand class immediately. 
During the hot summer months, when school 
was closed, I spent my time in my cell studying 
instead of going out into the yard for recrea- 
tion. The stifling heat, perspiration dripping 
from my forehead to the paper, dampened walls, 
hot days and hotter nights meant nothing to 
me in my new determination to overcome a 
handicap that helped to put me here—inade- 
quate education. 


SEVERAL months later a job was open in 
the Social Service Department of this institu- 

















Tue Greece Warren, February, 1937 


: : \ y ; 
i i was ied I a tes Wit trepida 
I nervously fingered my 





wha expected to be a letter with a lot of 
i] ds Instead it was a letter to a 
ul ag y asking if they would be willing 
4 i ibs it to be par ¢ l The 
was t at all ditt and | passed t 
cesstully. 

J e been working for the Social Service 
lepartment for more than a year now and 
\ plenty { dictation every day l get a 
t I Cf ps) (  1C il, ad i psychiatric 
work. The work very i st 
4 < epartn t i most ot the 
espo! e dealing with j sponsors, and 
amily ef. I am sure that there are many 
people on the outside who would envy me my 

attnnsein mat posit 

° 
Honorable Mention 

merited Honorabl« 


} 


hyo following letters 
Mentior 
“Oh ' 


my dear! That isn't shorthand you are 
vriting, is it? 
These words linned the ears of Miss 


Winamac, Indiana, 


worked for 


tw 
day S ! 


. 
tter she had tw 


Having just graduated from high school, but 


ving unable to get shorthand while there (s 
was abbreviating longhand in 
an effort to take the dictation of her first job 


writes), she 


‘You must remember that I am used to dic- 
tating fast, so I do not see how you will be 
able to do the work with that style of longhand 
shorthand 

“In a nice sense of the word | was tem- 

irily discharged, but literally it was just a 

plain case of being ‘fired.’ 


“Soon offered me a job 


southwest during 


afterward a lady 
lriving her car through the 
Away we went, but with 


e winter months 


1 am 


Shorthand 


happy to say, we carried the Gregg 
Manual and the Gregg Dictation 
ch I purchased before we started, 
with the idea that by the time we returned | 


should know the fundamental principles of 
shorthand and be able to write it. I spent an 
average of four hours a day studying. Of 

urse, there was no typewriter with which to 
l necessary transcribing; so, resorting to 


were a type 


I I pounded it as if it 
writer, transcribing imaginatively my short- 
and notes. Disliking to ask my companior 
dictate to me, I| utilized her mnversations 
vith visitors for the purpos« Being of a 
gar ire she gave me a lot of good 
practice. If she happened to be talking to 


and | 


ild pause to take her chatter, an 


someone in one room was studying i 


another, I we 
before long I found 


ferred type of shorthand 


myself writing the pre 


that 





Upon returning from | tha 
ur court was in need of a rep Witl 
twenty-three others | put in my plication 
knowing ahead of time that who¢ would be 
hosen would be required to go to Gregg Col 
ege for training. 1 was giver e and 
sent to Chicago to return in thi n S and 
start Court Rep ting Needless to say, for 

ree long 1 nths | i] apnasia, tremors, and 
nausea at the thought of attempting to go int 


a court room—a place I had never been—and 
do a satisfactory job of reporting 

“After reporting for several months, wl 
should walk into my ofhce but my end 
Miss , to cong! itulate m« y posimol 
She said, ‘Do y ally write s “ 
I said, ‘Yes, at i eve | we it t 
tor having fired me about a year ag 


THE letter « 


Mildred Treat of 


Re mMe* 


Michigan, will be an inspirat to each of yo 
She writes 
I am enclosing my entries e St g 
raphers’ Lontest 1 like the i this type 
I ¢ test It is espec ally ‘ ng to us 
stenographe vho “ g small towns 
where com t not great. We need some 
thing to k terest, a e 1s 
temptat 1 i i i Zz as ¢ 
work is sa tory the employe: 
This is first year | ave subscribed 
your most interesting GR Writer, but afte 
nly thre« ssu | an nvinced it I car 
not afford to be without its inspiratioz 
“After reading e success articles of some 
of the contributors, I accepted their challenge 
to see how I could mprove my p I ] 
worked up nerve enough to ask | ght try 
a plan of selling by mail, and t surprise 
the request was granted. I worked diligently 
much harder than in all my pre is twelve 
years exp ulthough ] ave ever ie 
that I was a slacker. No one will ever know 
he thrill ] ed when the t reply came 
in addressed t Mr. M. Treat of the Sales 
Department Within tw weeks I was re 
warded nnan iall with ar rea salary 
the Company's expression of apy at for 
my taking enough inter« the business t 
want to increase the sales. Is it any wonder 
that I feel the money inv n my two-year 
subscription to the Gr Writer has already 
wen returned to me with comp 1 inte t 
. * = 
You ar vn sculptor. What you ar 
and what 1 eventually become, \ be by 
r Ww il ls Y« 1 are like i w piece 
f clay, ready to be molded into any shape 
hat fits those hands. Whether y become a 
la ng nhxture ‘ ndispensabl« N tl or 
whether y be me mere s g that no 
t s tire ; Crist 
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The Awards 


First place, silver loving cup—Esther Spangenberg, 
132 Messinger Street, Bangor, Pennsylvania 

Second place, deluxe miniature shorthand manual 
and dictionary set—Iris J. Vallins, 24 Alexandra 
Worthing, Sussex, England 
1 place, fountain pen desk set—Ruth Derryberry, 
208 Grand Avenue, Grand Junction, Colorado 

Fourth place, miniature deluxe manual 
white antique parchment—Harold W 
15th Street, Sacramento, California 

Fifth place, rege Writer desk book—lrene E 
Knifton, 1325 S. W. 13th Avenue, Portland, Oregon. 

Next five places, set 
of “American Read- 
ings in Gregg Short 
hand,” suitably boxed 
(Tie) Mrs. J. Oecster 
lin, 3456 Penobscot 
Bldg., Detroit, Michi- 





bound in 
Schmidt, 1301 














Ruth Derryberry 


bb sual 


Esther Spdngenberg 


gan, at Emma Petro, 1258 Summer 
Street, Hamm l, Indiana 

(Tie) Edward Dolphin 54 Hunter 
Street, Ossining, New York Elfriede 
Suche, 421 Palmer Street, Corpus 


Christi, Texas 


Donald Van Marter, 1040 Lake 


Pointe Avenue, Detroit, Michigan 
Roselyn Huddleston, Winamac, In 
diana 
(Tie) Cleo Nelsor 11314 West 


Third Street, Yankton, South Dakota 
Charles S. Van Winkle, 5119 Vander 
bilt Avenue, Dallas, Texas. 

Special letter prize, set of “American 
Readings in Gregg Shorthand,” suitably boxed—Doro 
thy Singleton, 512 Fifteenth Avenue, Middletown, 
Ohio. James Costello, No. C-9974, New Eastern State 
Penitentiary, Graterford, Pennsylvania 


Stenographers’ Contest 


Honorable Mention 
‘Creeds of Great Business Men,” 
in shorthand) 


(Awarded written 


Bauer, 32 Bamford Avenue, Haw 
thorne, New Jersey. James E. Behan, 2913 S. Flower 
Street, Los Angeles, California. Bernice Behrens 
3018 Pershing Blvd., Clinton, lowa. Lorna E. Bene 
dict, 708 East Ninth Street, Port Angeles, Washington. 


Lawrence M 


Ruth A. Benson, 418 S. 14th Avenue, Maywood 
Illinois 
Irene Carlson, 414 Maple Leaf Place, Seattle, 


Washington. Chew Kee Chong, Karangbidara 73, Sema- 
rang, Java, N.E.I. Elmer Compass, U. S. Engineer 
Office, Clarksville, Missouri. James Costello, Box 244, 
Graterford, Pennsylvania (New Eastern State Peni- 
tentiary C-9974) 

Jean Davison, 2600 North Kedzie, Chicago, Illinois 
Pauline M. De Gise, 228 Webster Avenue, Jersey City, 
New Jersey Ruth H. Derry, Lilypons, Maryland 
Office Bidg., Arkansas City, 


Helen Ditzel, 302 A. C 
Kansas. 


Iris Vallins 
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Ruth W. Ewald, 22 W. 29th Street, A r 
Indiana. 

Helen M. Ford, Box 347, Upper King Street, Port 
Chester, New York 

Selva Garlock, Lake Preston, South Dakota. Wi 
liam DeWitte Gay M son Avenue, Mempl 


Tennessee 

W. Maurice Hoffmar Ir 102 P 
Washington, D.C. F. M ober ster / 
nue, New Holland, Pennsylvania Blanche Hoxsie, 
215 East Erie, Cl 





Alice May Ingham, |! Barbara Place, Salt Lake 
City, Utah 

Mauritz Kachelhoffer, 
South Africa. 


Church Road, Kimberley 
Kane, Office of Roosevelt 
High School, Hon 
r. H. Roy C. Kin 
nevang Ur 


{ ristiar 


Caroline 






P’yengyang orea 


Harold Schmidt 





lrene Knifton 


Lois Mar ster 153 Wis ! 
Street, Ra e, Wisconsir De Liesse 
line Martin, 215 Hunt Street. Jacksos 
Tennessee, Louise Mills, R. F. D. No 
1, Coldwater, Michigar 

Evelyn Nelson, 4132 Brooklyn, Kat 
sas City Missour Marguerite Ne 
son, 4132 Brooklyn, Kansas City. Mis 

James O’Sullivar 106-72: Street 
Brookl yr New York 





Katherine |} Porter, 98 Unior 
Street, Pittsfield, Massac! etts. Chooi 
Wah Pun, Kwong Choon Cheong Foun 
dry, Kan r, Perak, F. M. § 


_ Miss A. Quinliva 96 Lockw Avenue, Buffalo, 
New York 
Elizabeth B. Ranson 1 West 16th Street, New 


York, New York. Loreta I. Richey, Toledo, Oregon 
Lucena Mae Richey, Tol Oregon 

A. Sankarnarayan, Reporter's Home, Dindigul, S 
India. Hilda Schumm, 53 St. Clair Street. Ticon 
deroga, New York Shanahan, 682 South 
Park Avenue, Buff: ‘ork. Dorothy Singleton, 
512 Fifteenth Avenue, Middletown, Ohio. Anna F 
Sperling, 765 Jackson Avenue, « Sussman, Bronx 
New York 

Mildred Treat, Romeo, Michigar Mariar 
ner, 62 Pierrepont Street, Brooklyn, N ’ 

Mildred Wachal, 1001 Second Street, 
consin. Kathleen A. Wilson, 812 
Bemidji, Minnesota. Rita Witt, 61 
Montana. Frank W. Woo 
Huntington Park, Califorr 

H. C. Yen, American ( 







Merrill, Wis 
America Avenue 
Broadway, Helena, 
Templeton Street, 


Foochow, China 


Red Seal Superior Merit 


214 N. Cente Avenue, Galva, Illi 


} r 
gan, 1218 West Monroe Street, 


Ruby L. Cole, 
nos Doris Corri 
Springfield, Illinois 

Rita Desjardins, 5 Free Street, Livermore Falls. 
Maine. Etta K. Dunford, 1512 23rd Street, Sioux 
City, lowa 

Jean Elisworth, Lubbock, 
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Nicholas Fanok, 1560 Lincoln Avenue, Northampton s | 





105 Yak a 
Pennsylvania W ashingtor 
Roxanne M. Gagnon, 9 Albany Terrace, Lynn, Mass Harry Powell. 609 Geary Street rrisburg. Pent 
Dorothy Kelley, 12 Nor Boston, Tulsa, Oklahoma sylvania Eleanor | é \ ria Avenue > 
Shizuyo Susie Oura, 3799 Harrison Street, Oak Lambert, Quebec, Cat 
and, California. : Cruz Maria Rivero, The She Comy y Ltd 
Gladys Storms, 161 Rutherford Ave., Franklin, N. ] Ponce, Puerto Rico. Rita Roberts, 413 West Sixtt 
Este le Mae Wiemeller, 2828 Robson Street, Indiar Street, Coffeyville, Kansas Barry Ry 60 La 
apolis, Indiana Prairie Avenue, Ferndale, Michigat 
O. G. A. Membership and Gold Pin Award , _! — H eee Sates Avtaee, ae 
eld, s Sit iclen Shewchyk, Box lerry 
Naomi Allender, R. F. D. No. 3, Grafton, West Vir ville, ticut Margaret 5S ar 0 Lowe 
ginia. Edwin R. Anderson, 96 May St., Naugatuck Road, Brookline, Massachusetts. Marie C. Sunick, 92 
Conn Samuel Arnone, 182 Steele St., Jamestow: Orchard Street, Scranton, Pennsylvania 
N. Y. Mary Avgerinos, 90 S. Pinckney Street, Unior Ellen P. T Wes 8 Street, 5 
South Carolina Pedro, Ca a I I ] I O. Box Ne 
Juanita Beesley, Norwood, ( ra Carmen Bein 3 (city state g D I t 18 I 
ng, 827 Second Street, Platteville, Wisconsin. Inez Street, N. W., Washington, D. ( 











Top row (reading left to right) 
Cleo Nelson, J. Oesterlin, Charles 
Van Winkle, and Roselyn Hud 


dleston 


Bottom row (reading left to right 
Donald Van Marter and Dorothy 








Singleton 
Bowman, 621 West North Street, Kenton, O01 Ada f Van Patten, 1641 N Street, Lin n, N 
line | wt Fre elan d Street, Fairmont, West Vir Ant West Walnut et Pittsburg 
ginia. Louis E —y Frederiksted, St. Croix, Vir Penns ! H : Woo W aven Place 
gin Is is. Marion Busching, 713 D Street, N. E Milf ¢ ) 
Washington, D. C Alice Bus 887 Aileen Street, 
Oakilar r ( fornia Benjamin-Chertkow, 4223 O. A. T. Membership and Gold Pin 
West Jackson Blvd., Chicago, Illinois a adam ; 
Jennie Christensen, Estate Plessen, Frederikste Mit ; . . bans ab sy 
St. Croix, V. L. Mary Cuffar, 17354 Winthrop Ave om 2 ; ” ‘. i st, I 
nue, Detroit, Michigan ” owe ; , 
George R. Dauphinee, 17 Magnolia Square, Dorches-  -"" a Barbara 
ter, Massachusetts. Miles Delemos, Frederiksted, St _ th 7 ( Idaho 
Croix, Virgin Islands nu F Sts “ 4 S28 
oe ' , : , Washing ¥ | 4 | I 
joseph O. Francis, 64 Princess Street, Frederiksts 3. Fre i St i . I 
st. x, V. 1 : — Harw Stree M \\ | } 
Enriq menez ynzalez, Box 6, Caguas, Pue aaien Plisahes “hie 
Rico. Lillian Kathleen Grigware, 303 Martin Street, oan ~~ * . 
Bay City, Michigar Ange _M.D . as 
Gloria Irizarry, 763 Bloomfield Avenue, West Cald bee Wieaame . 
Vc New Jersey Ve } Der , + A _ ’ . . 
Ina O. James, 33 Hospital Street, Frederiksted, St New York. Ruth Fowler, R. F amville Pe 
Croix, I Sofia Gonzalez Strand S ‘ ed. S 
Mrs. Helen E. Kelley, 11 Hillside Avenue, Apt. 6-] Croix, V. I. Helen J. Grae | ' A mas 4 
New York, N. Y. Louise Kenyon, P. O. Box No. $ nue, Neenah, Wisconsin. Ca e W 
Greene, New York. Helen P. King, 306 North Chur w Street. Plymouth. Penney 
Street, Fayette, Missouri Charlotte Kloeris, 5206 John L. Haley. 707 Dabney S | Ker 
Holly Hills, St. Louis. Missour tucky. Willette Hi: 23228 FE. | ofe yw Sookane 
Hazel M. Lane, 520 South Harvard, Tulsa, Okla Washington. Eileen H e 4806 Pick Street 
homa Los Angeles, Ca rnia. Catherine M._ Hilst. 197 
Elva McDevitt, R. D. No. 2, Butler, Pennsylvania Laurel Avenue, St. Paul. Minnesot Ca rine M 
Arthur Meining, Associated Coffee Inc., 64 Water Hobbs, 68-29 Burns Street, Forest Hills, New York 
Street, New York, N. ¥. George Milham,. 125 Broad Lela L. Jones, Baxter, Tow 


Street, Albany, New York Dorothy B. Lewis, 1507 46th Street. Des M 
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Iowa. Elizabeth Liebtreu, 2515 Agate Street, Harris 
burg, Pennsylvania. Elaine Lubbers, 723 Geele Ave- 


nue, Sheboygan, Wisconsin 
Mary McMillan, Marion, Alabama. Muriel Michel, 
151 Rochelle Avenue, Rochelle Park, New Jersey 
Leva Nugent, 1321 Franklin St., Columbus, Indiana 


Katharine C. Nuoffer, 1030 Clark Street, Lansing 
Michigan 
Kathleen O'Grady, 5731 So. Sangamon Street, Ch 


cago, Illinois. Sara Louise Osman, 1616 State Street, 
Harrisburg, Per ylvania Kathryn J. Ower Box 
288, Brilliant, Ohio 

Mrs. Alice H. Parson, 532 Nort Court 
Platteville, Wisconsir Vera S. Pat k, 1224 17th 
Street, N. W., Washington, D. ( Adam J. Prusak, 


Tennessee Valley Authority, Gunt ville Dam, Ala 
bama 

Ferne Quest Department of P Instructior 
Pierre, South Dah 

Helene M. Ra ' Street, Astoria, Long 
Island, New York Emily ( Rackliffe, c/o U. § 
Immigration Offi Houltotr Maine Adel Rajscok, 


207 Baker Avenue, Colmar Manor, Brentwood, P. O., 
Maryland Betty Rhein, 5413% Bossart Street, Pitts 
burgh, Pennsylvania. Clarice R. Ricl 20 Mamaroneck 
Avenue White Plains, New York Agnes B. Roach, 
169 River Street, Montpelier, Vermont. Mary Rogers, 
201 Raymond Street, Yreka, California. Regina Rut 
kowski, 1228 Lincoln Avenue, Utica, New York 

Marion J. Sandwick, 1225 Ferguson Street, R 
ford, Illinois. Clara Sternecker, Ord, Nebraska 

Sena Telgenhof, 35 S. Church Street, Zeeland 
Michigan 

Esther M. Urbar 3846 West 132d Street, Cleve 
land, Ohi Lucy M. Urquhart, 1771 Andrews Ave 
nue, New York, New y 


Adriana Van Coevering. 1112 Columbus Avenue 
Grand Haven Michigan 
Juanita Marie Wonzor, Box 611, Harlowtor 


Montana 
Mrs. Cecile Zurfluh, 603 Old National City Bldg.. 
Lima, Ohio 





4 12 ANSWERS P 











To the questions on page 273 


1. The reader who asked this question said 
having an with her em- 
ployer and wished us to settle it. The answer 
hinges upon the definition of “anything.” [ach 
of the following has only three dimensions: a 
shadow, a rainbow, a mirage. Whether they 
can be properly classed as “things” only a 
lexicographer or scientist, or the two working 


she was argument 


together, are competent to determine 

2. A reference in one part of a book or 
other written or printed production to related 
matter in another part 

3. A musical crowd is a kind of primitive 
violin with six oldest known 
stringed instrument played with a bow. 

4. A factor is one who acts for or transacts 
business for another. Usually factoring has to 
do with short-time and revolving supplies of 
working capital. 

5. A consortium is an agreement made by 
the banking interests of two or more nations 
to provide financial assistance to another na- 
tion. 

6. A cosmocracy is a term used to describe 
a government that would include the whole 
world. 


strings, the 
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labor relations, 
between 
fellow workmen 


7. In 
practice 


scamping is unfair 
and employee ot 
between 


employer 
between com- 
petitors. 

8. To decode is to translate a code mes- 
sage into ordinary languag« 

9 A secretariat is the e1 
retaries in an office; also the 
secretary transacts business 

10. A Fascist is a member of a military and 
ginally in Italy) 
elements in a 


tire body of se 


place where a 


political organization 
formed to oppose the 
country. 


11. An interphone is an aut 


radical 


matic telephone 


for use within ofhces, hotels, airplanes, etc. 
12. A lobstick is a tree with its lower 
branches trimmed off, so that it may serve as 


a landmark or memorial. (Also spelled lop 


stick. ) 


The Meaning of Initials 


When you look at a painting or piece of 
sculpture you will see on some part of the 
work a signature of the artist. 
work, the painter or sculptor becomes identi- 


hed by his work and his reputation rises or 


By signing his 


falls with the quality of the product of his 
chisel or brush. 

Has it ever occurred to you who are turn 
ing in your letters in s l, or to those of 
now in offices, that your initials 
equivalent to the 
pride you take in 
turning out perfect work is the greatest joy 
of the true artist. He will never affix his sig- 
piece of work until 
it is as nearly perfect as he can make it. Do 
not sign name or initials to any letter 
or lesson until you looked it over and 
estimation, it is a 
product—W. O. J. in 
Vews. 


you who are 
on the « 


artist's 


rner of a letter are 


signature rhe 


2 ’ 
nature or imitiais to any 


your 
have 
have decided that in y 
finished Secretarial 
School 


Wait for the Upward Swing 


Donald Laird’s “More Zest for 
readable personality study and analysis. 


Life” is a 
It is 
suggested that on off-days when you cannot 
get a perfect copy, when you seem unable to 
take fast dictation, when the boss is not in good 
humor—on such days read the chapter entitled 
“Laughter and the Upward Swing”; in other 
words, accept off-days with assurance that 
there will come an “up” day tomorrow. Ii 
you are interested in knowing a little bit more 
about yourself, if you are willing to indulge ir 
a little self-examination, then you will find 


profit in reading this book. It is published by 
McGraw-Hill Book Company 
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ili clabs of test papers should be accompanied by a typewritten f names to expedite checking 
and insure accuracy in making out certificates. February copy is i as membership tests 
until March 25, 1937 
) he Ty > li | tre ke 
° | | 
QO. G. A. Test Instructions 
succt I e ieaders Ss and the 
‘ ‘ ’ ‘ ro 
These tests are to determine your ability to write , y % TES 
shorthand smoothly, fluently, and accurately Any be- you to st I S$ art rignt t the beginning 
dinning student who is able to make a creditable copy f y r« \ ar ‘ , \ 
of the Junior Test (page 294) may submit it for the = 
Progress Pin. The test below. for the O. G \ ‘ , W ‘ an 
Membership Certificate, can be written by any one ty to s VICE it 4 esmat | 
who has completed the Eighth Chapter of the Manual en . ‘ et ] : 
Practice the tests as often as you like, comparing , : 
your notes with the printed plates until you have : lal y s 
produced a copy in your best writing style Ask your It is to De st t i ve 
teacher to criticize your writing as you practice. Ob 1 ist ft ve every 
serve proportion in lengths, correct size of circles It . . rte 
good formation of curves, and fluency of execution - , a OU! 
ervative es Dp INCE It 
MODESTY. Invariably we ad salesmat to 1 the most ite, a 
modest person and exalt to a rrank, well as 1 me of typing. Most 
but seldom do we like r admire the boast mport I t is 
The man W ) . ilways { { t bigger s 7 ' ‘ ré e hye 
hsh, making gher s e, | g the bett ne | . ’ c 
D, compeis a sterner test tk W B F< t tics 
need to e | laim to importa But by d 1 nor A) ent 
modesty we « not mean a flinching, cringing ft you w f work Doing 
sort ol f nner W h sa rs f lack t cour what \ t | that extra care 
ize. sme bearing should be alert and poised and ext “ that ttract ttent 
I} ‘ no . | 1 } far a thea 1] ; . ' cing "or 
gZ£5 we do will espeak I 1s ne Tuli ve \ ‘ i i Ww ma©rk 
jut nd sig ance Of our achievement i 4) tou e 100 per cent 
nN truly and wit more ¢ vincing tore peop! I Phe typist w earns the 
‘ ' f mout a1 2 ‘ t pe i i p will 
the first to 1 ve ‘ pay a 
e f “+ 4 he + . ‘ { 1 ‘ ly v¢ ot 
() A T T . , la + gy 
> | - ¥ . ~ - , 
- A. t. Lest Instruction The f 25 ser cent may be gained is 
t many W Study caretully « ry mall fea 
Observance of the few suggestions diven here will 
torr ted ‘ . | . Nee 
be helpful in the preparation of O A I tests ire « ectrea W your Gally W h eee i 
. ’ k cnoeg tion thot wi! cave sur 
(1) Arrange the Junior test on one sheet only. Each 1 can mali gee it Will ive your 
part of the Senior test requires a sheet, making two ompany mn ey or increase the vaiue of your 
sheets to the test 2 Use good quality paper of department Re the first ¢ volunteer for any 
regular letter size eight and one-half by eleven inches . ‘ ‘ 
legal specia Ove k nothing, however triv 
except where legal size is specified in the directions i al a a 
3) Center heading. (4) Keep margins as nearly even il t will gain favorable attention to your 
as possible 5) See that the ribbon used is capable self That is per nal salesmar p.” 
of producing good, clear copy (6) Use clean type ’ seal : 2 at “Cat 
7 Do not erase or strike over letters tyr ofgraphical ere Conn st i » K. Ales 
] ; 
errors are not permitted 8) Indent paragraphs either 1. | for | erybody ry I ly and Starcl 
f & | J 
hve or ten spaces, but keep them uniform throughout UNcLE tOR 
the test. A lesser number than five spaces or a greater 
number than five, unless it be ten, should not be used 
9) Double space always between paragraphs, whether c T 
> 
it be on single-spaced matter or double-spaced, but do enior est 
net use more than two spaces 10) Type a proper 
heading or caption on tabulated work in the Senior . } I | 
test The wording must be clear and understandable For Part I, « ‘ m your Dest styl smeSre © 
but brief Tests should be properly punctuated. While Gettysburg Aceress, following, or s¢ = 5 = 
typewritten borders are not essential unless so stated er, some fav te of yours of not less than 2 words 
with the copy, they frequently add to the artistic ap- appropriate for the month—either prose or poetry 
arance o se wor particularly i e copy is t . or ar arrange e “rough dra o e 
pearanc { th k t larl f th ri ec I Part Il th h draft n pa 
nically perfect, but these borders are secondary: « 292 as attractively and perfectly as you can Ex- 
lean-cut and pertect copy of the test is of first pertness in handling this type of work is required in 
° ’ many omces an< o 1¢ stenographer o 8 iterery 
im portance fh j f eh t pt t lit 
man or womear Read the draft over to see whet is 
‘ —_ required, then type it out neatly and accurately 
Junior Test 
' . rs . 
PRESIDENT LINCOI S GETTYS 
Dear BLANCHE BURG ADDRESS Fi re and seven 
T , ’ ‘ 
I'm glad to ‘ ve e taking up stenog years ag ' f.¢} s brought forth on this 
‘ } ; | ; 
. I ippern a bit of adv that tinent a ew natio conc c n Liberty 
m passing aiong to you to t 


page 292) 
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February Competent Typist Test 


Use double spacing in typing this test 


(Teo find the gross number of words you write, divide gross number of strokes by S; then 


for each error to get net words written. The number of strokes is indicated at the end of 
to facilitate counting the gross number of strokes written.) 


By this time it blew a terrible storm indeed and now 
I began to see terror and amazement in the faces of even 
the seamen themselves. The master was vigilant in the 
business of preserving the ship; but as he went in and 
out of his cabin by me I could hear him softly say to 
himself several times, Lord be merciful to us or we shall 
be all lost. During these first hurries I was stupid, lying 
still in my cabin, which was in the steerage, and cannot 
describe my temper. I could ill reassume the first peni- 
tence which I had so apparently trampled upon and hard- 
ened myself against; I thought that the bitterness of 
death had been past and that this would be nothing, too, 
like the first. But when the master himself came by me, 
as I said just now, and said we should be all lost I was 
dreadfully frightened. I got up out of my cabin and 
looked out, but such a dismal sight I never saw. The sea 
went mountains high and broke upon us every three or 
four minutes. When I could look about, I could see 
nothing but distress around us. Two ships that rode 
near us we found had cut their masts by the board, being 
deeply laden, and our men cried out that a ship which 
rode about a mile ahead of us was foundered. Two more 
ships being driven from their anchors were run out of 
the roads to sea. The light ships fared the best, but two 
or three of them were driven close to us, running away 
again, with only their spritsails out before the wind. 

Towards evening the mate and boatswain begged the 
master of our ship to let them cut away the foremast, 
which he was very loath to do, but the boatswain pro- 
tested to him that if he did not the ship would founder, 
and he consented. When they had cut away the fore- 


deduct 10 words 
each line in order 


Strokes 


SY6 

949 
1001 
1054 
1111 
1165 
1220 


274 


1388 
1444 
1494 
1548 
1600 
1657 


1707 
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mast, the mainmast stood so loose and shook the ship 
so much that they were obliged to cut it away also and 
make a clear deck. 

Anyone may judge what a condition I must be in at 
all this, who was but a young sailor and who had been 
in such a fright before at but a little. But if I can express 
at this distance the thoughts I had about me at that time, 
I was in tenfold more horror of mind upon account of 
my former convictions, and the having returned from 
them to the resolutions I had wickedly taken at first, 
than I was at death itself; and these, added to the terror 
of the storm, put me into such a condition that I can by 
no words describe it, but the worst was not come yet, the 
storm continued with such fury that the seamen them- 
selves acknowledged they had never known a worse. 
We had a good ship but she was deep laden and so swal- 
lowed in the sea that the seamen every now and then 
cried out she would founder. It was my advantage, in 
one respect, that I did not know what they meant by 
founder till I inquired. However, the storm was so vio- 
lent that I saw what is not often seen, the master, the 
boatswain, and some others, more sensible than the rest, 
at their prayers and expecting every moment the ship 
would go to the bottom. In the middle of the night and 
under all the rest of our distresses, one of the men that 
had been down on purpose to see, cried out we had sprung 
a leak, another said there was four feet water in the hold. 
Then all hands were called to the pump. At that very 
word my heart, as I thought, died within me, and I fell 
backwards upon the side of my bed where I sat in the 
cabin. However, the men roused me and told me that I, 
who was able to do nothing before, was as well able to 
pump as another, at which I stirred up and went to 
the pump, and worked very heartily.—From “Robinson 
Crusoe,” by Daniel Defoe 
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(Continued from page 289) proposition that all men world will little note, nor long remember what 
are created equal. we say here, but it can never forget what they 
Now we are engaged in a great civil war; did here. It is for us the living, rather, to be 


testing whether that nation, or any nation so dedicated here to the unfinished work which 
conceived and so dedicated, can long endure. they who fought here have thus far so nobly 
We are met on a great battle-field of that war. advanced. It is rather for us to be here dedi- 
We have come to dedicate a portion of that cated to the great task remaining before us— 
field, as a final resting place for those who that from these honored dead we take in- 
here gave their lives that that nation might creased devotion to that cause for which they 
live. It is altogether fitting and proper that gave the last full measure of devotion—that we 


we should do this. here highly resolve that these dead shall not 
But, in a larger sense, we can not dedicate— have died in vain—that this nation, under 
we can not consecrate—we can not hallow— God, shall have a new birth of freedom—and 


this ground. The brave men, living and dead, that government of the people, by the people, 
who struggled here have consecrated it, far for the people, shall not perish from the earth. 
above our poor power to add or detract. The ( Delivered at the dedication in November, 1863) 
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WHo’s WHO IN SHORTHAND SPEED 


By A. A. BOWLE, Examiner 





ISS MINN] VERSTREET W nde ‘ fluence whe $ f 
lives New York City and who r Ip ea é l 
ently the Grege Expert Diamond That pict ; ‘ ew \ 
Medal f “ ng 200 w sa ite, came r it cer t t M 
e great W a < {kK ais, Irom the ] i Johns > | t 
\\ f Blue Rapids. At the high school there, tion trom the | of “ 
from which she was graduated 1921, Miss she accept t 
lverstreet learned the rudiments of shorthand school, that st! A , ' I 
m M Marjorie Doyl After completing vasnt for |] y a yea 
Z scl vol studies Sik utter ed Wash ind dur ng t} | ‘ t] t + ¢} p S 
urn llege, at Topeka, but did not graduate sibilities for rself in t | f isiness 
| voli id to be kept tf ! or and Boyle's ( {) Nebrask 
was necessary that she ek imn ite employ gave Miss ] g this line 
nent Fort ate er snor and a lity wa und =the M [ \ and Aone 
tner al c tin iveTagL i d M ss UOverstr t ‘ St “ e { ‘ 1 her nit 
was able e€ a pos ind ultimately she e mysteries of t ‘ urt So equipped 
becam«e ; grapher Following this went forth, fres t ‘ 
posit ‘ ther of an executive natu I wing n, M J s 
manage 1 mail-order f n i Philadelp! i en ¢ 
and st iter she became manager of an en enograj at ed t \ 
p me ‘ n New York City gray t t N t 
Speed S thand was attained throug tted atte Fi lena 
Stant i tireless practice livers ator ment of Gregg | e, whe! le XI 
yf reading matte specially pertaining to law tutelage of M elen W. Eva ew 
medicine il general literature,” is a qu yitatior } is trained I I D Imo! 1 Medal Ww ! rs tl 
from a letter from Miss Overstreet. Special any other teacher—our friend qualified for th 
lictation courses at Delehanty Institute helped, various expert medal awards and finally 
too, until she passed the Civil Service test and eeded in writing shorthand at 200 words a 
received an app tment as shorthand reporters minute for five minutes and qualifying 
the General Sessions Court, New York Diamond Medal! 


4 later examination found our friend well When asked what her | ies al 





ip on the Civil Service list, which enabled her tivities were, Miss Johnson elicited that s 
to be appointed to the responsible position of being in Chicago most of her time has been 
reporting stenographer in the Department of taken up with an endeavor to become an expert 
Labor, Workmen’s Compensation division i n shorthand writing, and that this alone ha 
New York been her hobby and sport, altho you will 
Music, literature, and art—mostly music, find keeping 1 in the summer time in the 
was her comment in answer to the question as refres g waters of Lake M 
her hobbies. She studied at the New York That her ability to write 200 word minute 
servatory of Music for a while, but short has been rewarded is testified to by the fact 
and has claimed practically all her time since that she now is in the employ of t General 
she began her steady climb up the rung of Court Reporting Service, Inc., in Chicag 
shorthand speed morning but Miss Johnson sp Is lhe 


ROM “s Imarm” to “court reporter” in the lithe and noble art of shorthand writing 
might very well be the heading of this con 

ribution to Who’s Who in Shorthand Speed T ‘s | 

emeten to aes peed ~— We «Give Up 


this month. But when we used to think of a 
‘schoolmarm,” it was of a miss who was a In a recent issue of the GrecG WriTER, you 


rather stiff, cold, relentless individual, whose will recall a t a e on “The Longest 
sole object in life seemed to be to restrain the Word in the English Language In that cor 


natural exuberance of youth as a side-line to nectior w about the lake near Webster 
forcibly teaching it reading, writing, and Massachusetts, whose name is Chargoggagogg 
arithmetic, in severe doses. And we always manchaugagoggchaubunagungamaugg ° 

had sympathy for the youngster who cam four letters long!—B, L. A 
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THE SHORTHAND REPORTER 





BUSINESS OF DICTATING 


Good intelligent dictating is an art in itself and it is an art that 
the young reporter will do well to master very early in his career 


By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 


E have all heard of the dictator who 

can average, hour after hour, from 

forty to fifty pages an hour. We have 
all been told about him and will probably never 
about him for the rest of our 
reporting Usually, when we start t 
look him up just to see what such a marvelous 
fellow must look like, we discover that he is 
an old-timer who died off before the present- 
day brood of born. If we 
should perhaps evince the slightest doubt that 
he ever existed at all, we are put down as 
natural-born skeptics or somebody jealous of 


cease to heat 


lives 


weaklings was 


our betters 

I personally have never seen a fifty-page-an- 
hour dictator. I have never seen a dictator who 
can average forty pages an hour for any ex 
tended period of time. I have seen many, very 
many, reporters who can read their shorthand 
notes at the rate of fifty, or even sixty, pages 
an hour, but reading ability is no true criterion 
of dictating ability. Most expert writers, 
especially those in the higher brackets of speed 
and reporting ability, can read their outlines 
fluently, and if they had a more responsive in- 
strument to work with than the present-day 
dictating machine, forty-page-an-hour dictators 
would be commonplace. But the careful re- 
porter, knowing the limitations of his recording 
device, of necessity adapts his dictating speed 
to the mechanics of his instrument. He dic- 
tates, not so fast as he can read his notes, but 
only so fast as he can put the words on the 
cylinder clearly and unmistakably for the oper- 
ator to follow. This speed will vary with the 
type of matter dictated, it will vary somewhat 
with the urgency of the moment, but it will de- 
pend more than anything else upon the re- 
porter’s inherent care and his sensing of the 
dictating 


mechanical requirements of his 


machine 


IT is the easiest thing in the world to pour 
forty pages an hour into the dictating tube, if 
you have no regard as to how it is coming 
back in the way of a finished transcript. It 
may be that you have a marvelous operator 
working for you, who is a happy combination 


and that you do not 


indictating such 


of typist and clairvoyant, 
worry about 
things as plurals, present and past tenses, or 
punctuation. With such an operator you can 
pour it into the machine, confident that he will 
“figure it out” somehow. And undoubtedly he 
will figure it out in the majority of in 
stances, but it is that possible occasion that the 
reporter ‘must always anticipate when he dic 
tates, the occasion when the operator will figur: 
it out incorrectly. And if it happens, as it usu 
ally will, on a daily copy, when you are work 
ing against time, without the opportunity of 
checking the transcript before delivery, it is 
poor consolation to remind yourself that it is 
the operator’s error when the lawyers arise in 
open court to correct the record of the previ 
True, the operator does make errors 


need to minor 


vast 


ous day ! 
what to you are sometimes the most stupid and 
unaccountable errors—but on an 
catches and corrects as many of your dictating 
errors as he makes of his own. He can hardly 
be held accountable for those that arise from 
careless, indifferent dictation, when he must 
continually use his judgment on fine distinc- 
tions that the dictator failed to indicate, and 
where that judgment must inevitably go astray 
at times, no matter how good it may be on the 
average. 

Good intelligent dictating is an art in itself 
and since the phonograph plays so important 
and laborious a part in the life of the active 
reporter it is an art that the young reporter 
would do well to master early in his reporting 
career. There are certain mechanical features 
about it that can be mastered like the mechani- 
cal aspects of shorthand and they can then be 
forgotten once they are made a habit, but like 
shorthand too there are elements that can never 
be made mechanical but must always be kept 
in the forefront of the mind and taken care of 
as, minor emergencies always. We can, for 
instance, learn to indicate plurals automatically, 
and past tenses and commas and paragraphs 
and the characteristic designations for recog 
nizable and invariable conflicts; these can be 
done automatically and should be made a part 
of the subconscious equipment of every prac 


average he 














we Greece Warrer, February, 1937 








In the Surrogate’s Court—VI 


7 thane By fe 


aft 


— PAG 


Pca Baakk 
LIE ITS 
Dade ee 2 
LF : Qa pn a 
ee 
af SEY nde <2 wae Ys 
i |_ — .£O tie) 


AB | pe LY 
ters PZ, weal 
eae ae 








298 


ticing reporter, but the moments are legion 
when new word combinations, new conflicts, 
and new emergencies arise that we know in- 
stinctively will not register on the cylinder 
clearly unless we do something about them at 


n 


the moment. Intelligent dictation can never be 
entirely mechanical; it must always be a con- 
scious effort, quite as conscious as the reading 


of the notes themselves 


BETWEEN the two processes, the transcrib 
ing of the shorthand notes and the process of 
putting it all into the phonograph, to be both 
carried on at the same time, I can conceive of 
no more highly codrdinated feat possible to the 
human mind. Consider if you will the indi- 
vidual parts of the process—the reading of the 
notes, the close following of the context, the 
balancing of character against character and 
outline against outline, the weighing of pos- 
sibility against possibility, the discarding of this 
distortion of outline and the reconstruction of 
then the gram 
matical construction, and the 
with which it must all be clothed 


that one; considerations of 
sense and con 
sistency 
all as we move along at thirty pages an hour, 
with the clock ticking our life away, sixty 
seconds to the minute, and sixty minutes to the 
hour! No mean feat in itself. But on top of 
that, merged with it as one coordinated process, 
consider the additional burden of the mind in 
picking out the distinctions that must be made 
on the cylinder, some automatically but a great 
many otherwise, the plurals, the tenses, the 
figures that don’t register—the firsts and the 
fourths, the fifths and the sixths, Mr. Mayo 
and Mr. Male, Mr. Cohen and Mr. Kuhn, Mr. 
Renken and Mr. Menken—necessary distinc- 
tions that the reporter must not only make 
but must be ever on the alert for if he values 
his reputation as an efficient practicing reporter. 
I have seen people unfamiliar with the me- 
chanics of reporting marvel at the sight of four 
reporters sitting in one small room, all blaring 
into their dictating tubes in one grand cacoph 
unmindful of the 
They marvel at the 
concentration required for such a feat, a con 
must 


ony of sound, each one 


noise made by the others 
centration that the master as 
few other artisans must master it r else fail 


reporter 
in his calling 


IN addition to learning to dictate clearly and 
intelligently, there is one other important ele 
ment of transcribing that the young reporter 
should consider and master. When you have 
finished dictating a case, you should be able to 
file away your notebook with the feeling that 
are called upon to re-transcribe that 
you can do it and 
identical 


il you 
Same case turn out a 
transcript practically with the first 


1 I every 


one. This can and should be done by 
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reporter who prides himself upon his reporting 
ability. All that is necessary to accomplish it 
is a little additional care as you transcribe 
Make it an absolute habit always to dictate 
with a pencil in your hand. No matter what 
the emergency, don’t commence dictating with 
out a pencil. Then, as you go through your 
notes, putting it all on the phonograph, in every 
nstance that you depart from your notes make 
the correction in pencil right over your original 
The correction may be slight—it may be 
the adding of a past tense, the deleting of a 
plural, the spelling of a proper name, or the 
correction of an obvious mishearing—what 
ever it is, even the slightest deviation from 


notes. 


your original notes, correct it in your note 
book itself at the very same time that you put 
it on the cylinder. It is a very small and a 
very routine habit to acquire, but it pays big 
dividends in added confidence in yourself. You 
will doubly appreciate it if you are ever called 
upon for a second transcript from the same 
or if you are ever required to testify 
to your original 


But always 


notes ; 
upon 

notes and your transcript of them 
make your corrections in pencil—never mar in 
the least your original pen notes—and don't 
make the slightest correction on the cylinder 
that you don't at the 


noteb« 0k 


cross-¢€xamination as 


Same time put in your 


IT is advisable always to read your transcript 
before it is delivered, however much you may 
trust your 
operator. 
impossible, particularly when you are working 
on a rush job; therefore I repeat the impor 
tance of acquiring of habit of clear, careful 
dictation so that your errors of transcript even 
on a rush job will be negligible in any event 
If you acquire this habit of clear, consistent, 
and keep moving along, 
your page rate will take care of itself. You 
will find that, om some cases, where the 
terminology is involved, you will fall behind 
your average, and on others your rate will be 
increasingly higher. You may never reach 
forty pages an hour, or even thirty-five, but be 
consoled that very few careful reporters ever 
do. If you ever reach the point where you car 


count on thirty 


the judgment and intelligence of 


There are times when this will be 


and careful dictation, 


pages an hour for a three- or 
four-hour stretch, and your transcript comes 
back minus errors, then you can consider your 
self tops as a fast, efficient dictator. Twenty 
five pages an hour may be more nearly you 
average for hour-after-hour dictation, and if it 
is you are still in the top brackets 

If I should ever find myself doing forty-pages 
an hour, I should immediately suspect myself of 
being too old and decrepit for active work, and 
ready for the historical graveyard where only 


those marvels exist 
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How “Punctuation Conscious” Were You? | 


j . the ‘ ‘ ‘ it t he 
Wonper if any of PARTS OF SPEECH : “eater 


° \ “i Wa 
you indicated the punc- 
. 7 exact t nctuat 
tuation of these eight _ “ 
, . a c les LiKe 
lines just exactly as \ nat ors # - 
‘ : ap 4 
we have heres PARTS OF SPEECH 
They were printed : , asked: "I 
) > 
without punctuatior ~ 7 - Pg his 
ast month, you remem- ) and 
ber, and we suggest d ( ~ ( 2 ae 2 i The at ! 
' ° 8 if 
that you make a tran The 
script as you t ght s 
t s ild be, then re =. 9 ~ 77 _ ee we : 
' : G 2 
a tne iimes to set ) P DP What k 
, = , 4) to be."* 
wie er y« C l a ‘ ¢ / > 
, ‘ ~ 9 > s & a ( 
netancee ; c ~— yn 
any nsta \\ c j 
the inse n of punc / ’ 
\ ang t 
tuat n you tes 4 Ss? »” , ‘A 
would have made a , i Now | ' 
: : ( 
change Ww g,a > , - tes " : : 
) 4 / . ' 
then write it into s t — G - . ° ‘ 
hand cating all ) tt 
‘CT »y ] Ctua 
the punctuation just as . - — ' J 1 were! 


you would do if the > ; < Any! rate 100 


, lictated . Punctuated version of lines appearing on page 
’ ; > r 
HaG GICralet exactly 242 of the January issue 


Key to In Surrogate’s Court—VI 


The shorthand for this eppears on page 297 





Q. He rt r ned anythis ubout it, did he Q Your mother t 4. N 
because you w a child st y before he died? A. That is aw i ¢ fa a 
right howed t 4 Ye 
Q Your mother didn’t te you that he was buried satis Ql! . = ‘ 
f rily, did she A. N _a ask whe 
Q. Therefore far as 3 are concerned you simply felt -¥" “ys : © r 
whatever 1 so, and that is a here is to it; isn't _*, ’ _ 
that right a. I t ght everything was done so far as Qi! A 
. Mr = ] Py ’ 
hat at all. did you? identifica 
The & gate I “ ¢ 
' ; t - c wri t Pap f . . he ' 
e had seen a writte , ‘ 
€ ically stating that “‘the A for Identifica : 
) atior veyance to my final res Mr. Smit S&S. 
ng place, my grave, is to be cor ted strictly and unalterably btaln the origina 
in accordance with our old Jewish orthodox tradition? A poses of co 
No, I don’t think » The 5 , “ " 
. . >: : >: 
O. G. A. Club Prizes—Bronze Pin Awards 
Continued trom page 294 
Pauline Greiner, Lebanor Ida Ricci High School, Rye Laverne Culbertsor H Guer Hig s 
Business College, Lebanon New York Sehe Guthrie (Ce ft rt M , 
Pennsylvania Pauline Brozik, High Sch lowa l e Harr H Sct 
Helen Ricker, Institute of Point Marion, Pennsylvania Marian I bers ‘ Parkersburg, West Virginis 
Notre D:-me, Baltimore Mary De Cilveo. St. Paul’s Sig Weaver High Scho Melvin De Se State 
atti =e ege. Ba oe 
Maryland . Commercial School, Balt Hartford, Conne Mildred Terwe Note D 
Eva De May, East High more, Maryland Betty Weer, Sacred Heart tf Q Quincy, 1 
Set Akron, Ohio Doris Shaffer, High School School, Chicago, Hltr Mary Barfield, Spalding Hig 
Hele Brigham, Westbrook Sidney, Ohio Lois Haunsma High Sct s Griff o 
Junior College, Portland Marion Kumor. A. W. Johr Westwood, New Jersey Margie Sc Northwesterr 
Maine n School of Business Vivian Sas Port Arthur ¢ Shox f ¢ erce I 
Gaynelle Johnson. Oklahoma . . " . 
: Billings, Montana lege, Port Arthur, Texas und, O 
Agricultural and Mechani Phoebe Hutct . Hict 
cal College, Stillwater El Lorraine Broulllette, Men Mary Gleason, Cathedral High noeve ‘ 
Oklahoma ial High School, Ely School, Sioux City, lows —~ I ig I ch Bch 
lah orothy B ligh 8 
Cleo Molar High School, Minnesota Carol Wenger, Northwestert - - ( Oo 
Chariton. Iowa Helen Einsel, High School School of Commerce, Port . > _— . 
Bernice Wische, Weequahic Scottsbluff, Nebraska and, Oregon - A a. ~ : 
reder , ‘ runse 
High School, Newark, New Mildred Hargis, High School Juanita Lauser Lamoree Canad 
forr it eet | 


Jersey Colorado Springs, Colorado School, Ventura, Ca . 
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By Wits and Wags 





| Touching Predicament 
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An Exeecutive’s Secretary Speaks 


Out of experience that took her up from the 
ranks into the vice president's office of one 
of the country’s biggest insurance companies 








oa 


4 
v ¢ ao f ( 
. , > 
, “ ‘ 
f x 
¢ 
< 
. 
< ° 
_ io 
) P 
4 
a . 
‘4 “> ‘ - ‘ > 
A 
s ° i 4 
- : 
5 
€ 
y 
at 
il 
> 5 
> - a * 
[oa 
( Zs : 2 => 
° , 
- 
4 A 
> 
« 
d ys “> / 





Tue Grecce Wrarrer, February, 1937 


| 











THe Grece Warrer, February, 193 303 


Graded Letters 


On Chapter Three of the Manual 
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Graded Letters 


On Chapter Four of the Manual 
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SOLDEN GATE TO YELLOWSTONE PaeE 


Gateways to Wonderland 


By MRS. J. P. PETERSON 
Humboldt College, Minneapolis, Minnesota 


Written especially for use with Chapter Ten of the Manual 
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NORTHERN PACIFIC RAILWAY 
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LOWER FALLS OF THE YELLOW 
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Aetual Business Letters 


From the prize-winning sets submitted in the last Gregg News Letter Contest 
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By William Hazlett Upson 


Copyright, 1925, by William Hazlett Upson 


(Continued from the January issue 
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